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APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication' N,o. 76-RM-1 for instructions on completing t h i s  form. Forward signed original to  
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I i 4  

ural Resources 

I_ .- 
Application Number 

kograrn Coordination Section - Labratory Operations 
ter quality Laboratory, Roan 344 Health Building 

__~__I_-_~_ ~ -+81 . 1 I - a v - V I  - 
2. Person to Contact Working Title Telephone Number 

Cary W i  lkes 

3. Action Requested 
a- 
b. 

Laboratory Manager 656-481 I 
.~_~_I_.___ ~.___ ~~ 

- ~ ~.. __ - ________~ 

XX Estaaiisn Retention Schedule; r+rd will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

_c- c. 0 Amend Apolication No. __.II__ -I Checkone: 0 Chanqe; 0 Supercede; 0 Void 
Title (followed by title used in office; if different) 

NTOUT F i  LE ( LAB COPY) 
LABORATORY ANALYSIS  

_.------__ ~ 

Earliest 

--- 
6. Division and m i c e  Function What is the function of the Division and the Office in which this rGord series i s  created? 

The Water Q u a l i t y  Laboratory i s  responsible f o r  , rece iv ing  and analyzing water and waste- 
water samples from a l l  water q u a l i t y  programs o f  t h e  Div is ion,  p a r t i c u l a r l y  t h e  
I n d u s t r i a l  Wastewater Program, t h e  Municipal Wastewater Program and t h e  Water Q u a l i t y  
Support Program. The chemical data i s  used t o  measure compliance w i t h  discharge permi ts  
o f  I n d u s t r i a l  and Municipal Wastewater Pl.ants. Th is  chemical data i s  a l so  used f o r  legal  
ac t i on  i n  case o f  acc identa l  s p i l l s  of wastewater causing det r imenta l  e f f e c t s  on Georgia 
streams. The Laboratory a l s o  analyzes p r i v a t e  and municipal water supply samples f o r  
chemical s u i t a b i l i t y  as water suppl ies.  

- - . . ~  -I_-_-- 
~~~ I_-I_-_ 

Description This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. .. 

Documentsrelating to: ve r . i f y i ng  t h a t  laboratory   analysis data'  entered i n t o  t h e  computer 
i s  co r rec t .  

lab copy o f  .monthly compu te r~ repor t  which. summarlzes data from Included are: - ~: 

 each Water~Qual  i t y  Anatysis-:Laboratory Report form. 

chronologica l  l y  by calendar year; thereunder by mon'th;. thereunder 
& 

.= _-  % t \ *  File is  arranged: 9 \. * -2- . , '$ -,\ ~ %< s=. * -\ . by l a b  number. '\ P Z-q 
-- --- - , 

I -- _ _  _ _  
Reference Rate How often are records referred to which are: h 

. Seven to twelve months old One to six months old -__, .; Thirteen to twenty-four months old -.I 

I 
twenty-five months and older- ? 

Letter-size drawers ; Legal-site drawers I, . Shelves ; Other (specify) 

---_--- - _~__- __ _I 

I i / 2  cu. f t .  of Accumulation of Records 

--- - .-- __ 
AR--5&71, R&. 76 low) 

L- P . .;: , . .. . .. , .  .:... . .  



I 

- .-_ - . - %  ~ - - =  - -  __p ~ _ ~ _  ---_ - _- ---- i - -=  __.- _ - ~ -  - .. . 
~ 

_. 

---- _- 10. Questionnaire 

-.JfnQt, where is  it? 

(Place an "X" in the pr~m-wlumn) 
a. Is this the official copy of the series? 

b. Boes the series contain yf idential information requiring security handling? If yes, cite law or regulation. ,I 
_I_- 

___I- c. Is this a vital record? ___ - 
m h - i - m m r c h  value? I ,  

e. When one or two documents in the file make it necessary to keep the entire file for a ions period, could these 
I 

ratelv? 
is ter- I' ed? If vesdmch cow. 

--- dpcuments bsdxddd seoa 
f. Is the i n f m - a m  th 
g. Is the information contained in th is  series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of th is  ser s in o 
D i rec to r  Oi" La8 ~p%%fOflS 

M _ v e s . a t t a c h c o P v . - . - - . - -  - 

- A Y B .  wh ere? __ -__ 
I. Is th is series lor a . Qum- - 

- i . ~ t h r & ~  --__- 

r in another office or agency? 
- 

11. Retention Requirements The following requires the series to be kept: 

years. d. Audit period -years. a. State Law 

c. Federal law -years. f, Federal retention instructions -__---years. 

*t 
b. Statute of limitation " years. e. Administrative need I --,.years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

I__?- -- 
12 Amloved Disposition Instructions This agency recommends t h a t  the file series be cut otf at  t h h  end of each: 

a Calendar Year; 0 Fiscal Year: 0 Other ~ --_ then, 

f i  Hold in the current files area 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold _____.-year(s); then 
@ Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-month(s) ~ - _  I yeads); then 
yearb); then 

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
If explanation.) 

~ 
~ 

~ ~~ ~ i 


